Virginia Department of Social Services (VDSS)
Neighborhood Assistance Program (NAP) Online Database
Instructions to Create User ID and Password

The database is ONLY to be used by an organization submitting an application for
NAP tax credits to the Virginia Department of Social Services.

NOTE:

v" The user account is assigned to a specific employee of the organization.

v" The account is made “inactive” when the employee has left the
organization or no longer needs access to the NAP database.

v" To access the NAP database, a new employee must create a user account
and connect their user account to the organization.

v" The organization’s profile must be updated to add the new user as a NAP
contact person.

e Goto:
https://naps.dss.virginia.gov/NAPSWeb/faces/landingpage.xhtml

e C(Click on “Get Started”
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VIRGINIA DEPARTMENT OF
SOCIAL SERVICES

Virginia Department of Social Services
Neighborhood Assistance Program System (NAPS)

Welcome to NAPS

The Neighborhood Assistance Act Tax Credit program (NAP) is
administered by the Virginia Department of Social Services
(VDSS) and the Department of Education (DOE). If you are a non-
profit organization, login or register here for the Neighborhood
Assistance Program administered by the Virginia Department of
Social Services

Login/Register
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STEP 1
e CreateaUserID
e Create a Password

e  Enter the following:
First Name
Middle Initial
Last Name
Email Address
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e Answer all Security Questions
e Create a new security question
e  Click on “Submit”

e  Exit out of the NAP database

v A system generated email will be sent to you to activate your account.
v" Click on the web link listed in the email to complete your registration.

STEP 2

Connecting the user account to the organization

e Click on “Go to Neighborhood Assistance Program”

Phone Number (Enter only numbers beginning with the area code)
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Your Question:”

Vour Answer:"

donotreply@dss.virginia.gov
tome =

Please click the following link or copy and paste the link in a browser to activate your NAPS account

https-//commenhelp-dss sr.uat dss virginia. gov/CASWeb/faces/ReqistrationVerify xhtmi?id=1b2f27ee-d8bd-461e-be82-d0ebe91d1593&SERVICE_PROVIDER=NAPSS&

This is a system generated message. Please do not reply to this email.
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e Click on “Get Started”

e Click on “Login/Register”

e Enter the User ID

e C(Click on “Login”

e  Enter the password

e Click on “Login”

e Review the Terms of Service

e  Check (V) “I agree to the Terms of Service”

e Click on “Submit”
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Virginia Department of Social Services

Neighborhood Assistance Program System (NAPS)

Home View Help Logout Signed in as : Wa

Welcome to the Neighborhood Assistance
Program (NAP)

Tell us about your non-profit organization. You will need the organization's tax id number, 501(c)(3)
information and contact information to complete the profile. Be sure to provide valid email addresses and
phone numbers for all contacts. You can save and resume your work profile at any time. However, the
organization's profile will only be reviewed after it has been submitted

(11 agree to the Terms of Service
Submit || Cancel
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e Enter the Organization’s Federal Tax ID Number
e Click On “Search”

Previous NAP Organization with VDSS
v/ The organization’s name will automatically populate in the Non-Profit
organization name field.
= Confirm the federal ID number is correct if the organization’s name does
not populate.
= STOP — DO NOT CONTINUE if the federal ID number is correct and the
organization’s name does not populate in the Non-Profit organization

name field.
= Contact the NAP administrator at nap@dss.virginia.gov to research the
issue.
o The NAP administrator will contact you when the issue has been
resolved.

v' Enter an email address
v' Enter a phone number

e Click on “Submit”
v' A system generated email will be sent to you after the NAP Administrator
has reviewed and approved your user access request.
v" Review and approval of the request may take up to three business days.
v" If you do not receive an approval email within three business days, send an
email to nap@dss.virginia.gov.

New organization — An organization that has not participated in the VDSS NAP

program will be required to complete the profile data, description and mission

pages; and upload the organization’s 501 (c) (3) documentation.

v' Confirm the federal ID number is correct.

v'  Enter the organization’s name as listed on the 501 (c) (3) document or the
name change document in the Non-Profit organization name field.

v" Enter an email address

v' Enter a phone number (Enter only numbers beginning with the area code).

e Click on “Submit”

If this is your first time logging in to NAPS, you will need to submit a request to access your non-profit organization's profile. Complete the following steps and click the sub
the profile data, description and mission. Upload the attachments and click the submit button. An email will be sent to you after the decision has been made.

—Non-Profit Or 1 Profile

Search for your non-profit organization

56-1234567 Search Clear

" Enter the Federal Tax ID Number, click search:

Note: If your non-profit organization is not found in the NAPS system, please enter the name of your non-profit organization in the information section below.

Complete the following information:

* Non-Profit Organization Name: Test Organization 24
“User ID: test2020!
“ First Name: Wanda
" Last Name: Stevenson
* Email:

“Phone#:

Submit  Cancel

USER ACCESS REQUEST - NAPS  inbox

donotreply@dss.virginia.gov 8:52 AM (0 minutes ago)

tome «

Dear User,
Your User Request has been Approved. You will now be able to log on to NAPS system with your
Password.

Thanks,
NAPS team

This is a system generated message. Please do not reply to this email.

Virginia Department of Social Services
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New organization —
Enter the profile data:

Prafile Data

v

AN N N N N N VRN

The date the organization received their 501(c) (3) designation
Mailing Address

Suite/Room/Unit/Fl/etc.

City

State

Zip code

Phone # (Enter only numbers beginning with the area code).
Fax # (Enter only numbers beginning with the area code).
City/County of Main Office

Web Address

NPO Contact 1 information (Executive Director or CEO)

= Prefix

= First Name

= Middle Initial

= Last Name

= Suffix

= Job Title

= Phone # (Enter only numbers beginning with the area code).
= Ext.

= Fax # (Enter only numbers beginning with the area code).
= Email

NPO Contact 2 information, if applicable (person responsible for entering
NAP donations).

= Prefix

=  First Name

= Middle Initial

= Last Name

= Suffix

= Job Title

= Phone # (Enter only numbers beginning with the area code).
= Ext.

= Fax # (Enter only numbers beginning with the area code).

= Email
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v Click on “Description” - Describe the organization’s programs.
= Limited to 2000 characters, use additional pages as needed.
= Upload all additional pages in a PDF format in the “Attachments”
section.

v" Click on “Mission” - List the mission statement.
= Limited to 1000 characters, use additional pages as needed.

= Upload all additional pages in a PDF format in the “Attachments”
section.

v" Click on “Attachments”
v’ Click on “Choose File”

v' Double Click on the selected file.
= Upload a copy of the organization’s 501(c) (3) documentation.
=  Upload a copy of the name change document if the name of the

=  Upload all documents in a PDF format

v" Click on “Upload” to upload the selected document.
= |t may take several minutes to upload the document.
= The word “remove” will be listed after the document name once the
document has been uploaded.

e Click on “Submit” after the document has been uploaded.
v" Always review the message at the top left hand side of the page to ensure
the information is saved.
v' The error must be fixed to continue.

e Click on “Submit” after correcting the error.
v" A message will populate at the top of the screen “Profile is submitted
successfully” once the information has been submitted.

e Click on “Log out”
v" Review and approval of the request may take up to three business days.
v" If you cannot sign into your user account within three business days, send
an email to nap@dss.virginia.gov.

organization has changed and does not match the 501(c) (3) document.

profile Data
Profile Data | Description | Mission | Attachments

indicates required field

Description

*NPO Description
(Describe the

organization's E reeting the requirer

Profile Data | Description | Mission | Attachments

indicates required field
Mission
“NPO Mission

{List the mission state the arganization and date aciopted by Board. Does the mission statement

tion, please ex;

Profile Data
Profile Data  Description | Mission | Attachments

Supporting Documentation
Note: Please submit the Organization's 501(c)(3) documents

File to Upload: DO NOT USE nstructions for Submitting a Donation 8-2021, pdf sensee

Fileto Upioad: | Choose File No fil

File to Upioad: | Choose File No file chosen

File to Upload: | Choose File No file chosen
Upload

Edit
Print
Submit

Cancel

Edit
Print
Submit

Cancel

Edit
Print
Submit

Cancel
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